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NOBLE, Reese, Jr., and Lester E. Sanders 
Shoplifting prevention: DE program aids 
community. 35:28-30 Nov 80 


OFFICE skills 

The advantages of a course in intermediate 
typewriting. Joseph A. Nebel. 35:20-22 
Nov 80 

Evaluation checksheet helps keep typewriters 
in shape. Joan K. Pierson. 35:16-19 Mar 81 

Identifying form errors in production typing. 
Gary N. McLean, Patricia R. Kranz, and 
John C. Magnuson. 35:16-17 Oct 80 

Improved methods for teaching machine 
transcription. Clara J. Smith. 35:13-14 
Dec 80 

Include micrographics in the office adminis- 
tration curriculum. Mark Brenneman. 35:3-4 
Oct 80 

The need for accurate communications in 
today’s office. Elizabeth Anne Goodrich. 
35:8-11 Apr 81 

New directions for clerical programs. Robert 
and Isabelle Gryder. 35:15-18 Jan 81 

Problems of advanced shorthand transcribers. 
Jane Stewart. 35:16-17 Feb 81 

The vocalization principle in typewriting 
instruction. Margaret Hebert and Don 
Scalamogna. 35:12-14 May 81 


OLIVAS, Louis 
Projections for our changing workplace and 
work force: implications for business 
educators. 35:3-5 Apr 81 


PIERSON, Joan K. 
Evaluation checksheet helps keep typewriters 
in shape. 35:16-19 Mar 81 


POKRANDT, Agnes M. 
A mini-unit on historical development of data 
processing. 35:22-25 Jan 81 


POLICIES Commission statements 

This we believe about the rights and respon- 
sibilities of business educators in main- 
streaming. 35:13 Nov 80 

This we believe about the role of business 
education in adult and continuing educa- 
tion. 35:14 Nov 80 

This we believe about the role of business 
education in the teaching of basic skills to 
meet graduation requirements. 35:14-15 
Nov 80 


PRIGGE, Lila L. 
Students develop skill by analyzing business 
letters. 35:26-27 Nov 80 
PUBLIC relations 
Building a team for improved marketing and 
DE. Marvin M. Brown. 35:19-20 Apr 81 
Business English hotline provides answers 
—to callers and educators. Mary Ellen 
Guffey. 35:7-9 Dec 80 
Let parents be heard! Gaye Luna. 35:5-7 
Mar 81 
Let's market our marketing and DE programs. 
Roger W. Hutt and Paula Hocken. 35:27-28 
Feb 81 
Shoplifting prevention: DE program aids 
community. Lester E. Sanders and Reese 
Noble, Jr. 35:28-30 Nov 80 
RESEARCH 
Award-winning research in business and 
office education. 35:29-34 Feb 81 
Business math at the college fevel: pretesting 
for course sectioning. Rose Ann and Fred 
Swartz. 35:8-9 Mar 81 
Word processing: case studies of 15 selected 
business firms (volumes | and II). George 
F. Claffey. 35:29-34 Feb 81 
RHEA, Jeanine 
Opportunities for women in business: better 
than ever. 35:25-27 Apr 81 


RISTAU, Robert A. and Brigette Muller 
Foreign language and business administra- 
tion: a winning combination. 35:3-5 Dec 80 
ROSAS, Marilyn V. 
Teaching decision making in business 
dynamics course. 35:13-16 Mar 81 


SANDERS, Lester E. and Reese Noble, Jr. 
Shoplifting prevention: DE program aids 
community. 35:28-30 Nov 80 
SCALAMOGNA, Don and Margaret Hebert 
The vocalization principle in typewriting 
instruction. 35:12-14 May 81 


SCOTT, James Calvert 
Eight key facets of small business manage- 
ment. 35:24-26 Nov 80 
SECRETARIAL/stenographic 
The changing image of the secretary. Ruth 
|. Anderson. 35:30-32 Mar 81 
Curricular concerns about the changing 
office. Theodore W. !varie. 35:17-18 Nov 80 
Do better teachers have better interpersonal 
skills? Marie E. Flatley. 35:11-12 Oct 80 
Improved methods for teaching machine 
transcription. Clara J. Smith. 35:13-14 
Dec 80 
Problems of advanced shorthand transcribers. 
Jane Stewart. 35:16-17 Feb 81 
Secretarial skills: issues and considerations. 
Mary B. Wine. 35:11-13 Dec 80 
The secretary—an endangered species. 
Jack Hoggatt and James LaBarre. 35:28-30 
Mar 81 
Today’s telecommunications in secretarial 
programs. Dianna L. Smith. 35:14-16 Feb 81 
Teach time awareness in the classroom. 
Anita Weston. 35:19-21 Mar 81 
Teaching proofreading for information/word 
processing. Janet M. Howard. 35:11-12 
May 81 
Transcription—the overlooked dimension of 
shorthand. Ted D. Stoddard. 35:9-12 Jan 81 
Word processing concepts in transition. 
Margaret O. Bennett. 35:7-8 Apr 81 
SELDEN, William and Carl E. Jorgensen 
Business classroom and laboratory equip- 
ment. 35:27-46 Jan 81 
SEX stereotyping 
Opportunities for women in business: better 
than ever. Jeanine Rhea. 35:25-27 Apr 81 
SIMON, Judith C. 
Help physically handicapped students 
achieve business skills. 35:6-9 Oct 80 
SMITH, Clara J. 
Improved methods for teaching machine 
transcription. 35:13-14 Dec 80 


| 


SMITH, Dianna L. 
Today's telecommunications in secretarial 
programs. 35:14-16 Feb 81 
SMITH, Harold *. 
The office o! *m future: impact on business 
education. 35:37-38 Mar 81 
SMITH, Leila R. 
Myth versus reality in business English 
instruction. 35:25-26 Dec 80 
SPIRO, George 
Reexamine business law for high school 
students. 35:27-30 Oct 80 
STEWART, Jane 
Problems of advanced shorthand transcribers. 
35:16-17 Feb 81 
STOCKER, H. Roberi 
Integrating computer-based technology in 
the total business education program. 
35:25-27 Feb 81 
STODDARD, Ted D. 
Transcription—the overlooked dimension of 
shorthand. 35:9-12 Jan 81 
STUDENT activities 
NBEA announces 1980 award of merit win- 
ners. 35:31-43 Nov 80 
SWARTZ, Fred and Rose Ann Swartz 
Business math at the college level: pretesting 
for course sectioning. 35:8-9 Mar 81 
SWARTZ, Rose Ann and Fred Swartz 
Business math at the college level: pretesting 
for course sectioning. 35:8-9 Mar 81 
TEACHER education 
Data processing in teacher education pro- 


grams: fact or fantasy? Georgia B. Miller. 
35:32-34 Mar 81 


TOLHUIZEN, James H. 
Communication habits: a plan for change. 
35:24-25 May 81 


TYPEWRITING 

The advantages of a course in intermediate 
typewriting. Joseph A. Nebel. 35:20-22 
Nov 80 

Identifying form errors in production typing. 
Gary N. McLean, Patricia R. Kranz, and 
John C. Magnuson. 35:16-17 Oct 80 

The vecalization principle in typewriting 
instruction. Margaret Hebert and Don 
Scalamogna. 35:12-14 May 81 


UTHE, Elaine F. 
New communication skills in the age of 
“interfacing.” 35:11-13 Mar 81 


VAN AUKEN, Philip M. and R. Duane Ireland 
Today’s managers need quality continuing 
education. 35:30-32 Apr 81 


VAN HOOK, Barry and Thomas H. Inman 
Internal communication essential for effec- 
tive organization management. 35:19-25 
Feb 81 


WAKIN, B. Bertha 
Business dynamics: a new direction for a 
new decade. 35:11-12 Feb 81 


WESTON, Anita 


Teach time awareness in the classroom. 
35:19-21 Mar 81 


WHEELER, Carol, Carolyn Henley Dorty, and 
Marie Dalton 
Are we adequately training students for WP 
management? 35:3-9 Feb 81 


WINE, Mary B. 
Secretarial skills: issues and considerations. 
35:11-13 Dec 80 


WOLLENHAUPT, Jan 
Are you creating communication trauma? 
35:20-22 Jan 81 


WOOD, Merle W. 
Administration and supervision in business 
education (introduction). 35:27 May 81 


WORD processing 
Are we adequately training students for WP 
management? Carolyn Henley Dorty, Marie 
Dalton, and Carol Wheeler. 35:3-9 Feb 81 
Improved methods for teaching machine 
transcription. Clara J. Smith. 35:13-14 
Dec 80 
Make informed decisions on the purchase of 
WP equipment. Katie Dorsett and Shirley 
Hatcher. 35:6-7 Jan 81 
New communication skills in the age of 
“interfacing.” Elaine F. Utne 35:11-13 
Mar 81 
Teaching proofreading for information/word 
processing. Janet M. Howard. 35:11-12 
May 81 
Word processing: case studies of 15 selected 
business firms (volumes | and II). George 
F. Claffey. 35:29-34 Feb 81 
Word processing concepts in transition. 
Margaret O. Bennett. 35:7-8 Apr 81 
ZAHN, Donald K. 
The impact of the computer in the business 
classroom. 35:25-26 Mar 81 
ZANCANELLA, James and Olive Church 


Keeping “business” in business education. 
35:3-6 May 81 


PROTECTION—THE PROFESSIONAL WAY 
With the NBEA Group Insurance Plans 


Call the NBEA Insurance Administrator for information on low-cost group insurance 
designed especially for NBEA members and their families. 


e TERM LIFE 

e HOSPITAL CONFINEMENT 
e MEDICAL PAYER 

e SALARY PAYER 


e CANCER COVERAGE 
e ACCIDENTAL DEATH 
e CRISIS 
e MAJOR-MINOR 


SPECIAL TOLL-FREE 


800-821-7303 
TELEPHONE SERVICE: 


800-892-7272 


National 
Missouri 


FORREST T. JONES & COMPANY, INC. 
3130 Broadway, PO. Box 131 
Kansas City, Missouri 64141 


“Professionals Serving Professionals.” 
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